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Workload Process Improvement Procedures

Step 1: Division Policy Author Provides to OMOD

Following the procedure timeline, contact with OMOD should be early in the development process to allow for timely interaction between the OMOD analyst and the author. Submit seven copies of the proposed new policy or procedure to OMOD along with the following:

1. Name, address and telephone number of author.

2. Describe what specific changes have been made to policy.

· Show old policy to new policy.

· Provide a copy of old and/or new policy.

3. Why is the new policy being implemented or the old policy being changed? What are the risks to the agency associated with both implementing and not implementing these policies? 

4. Describe what field level work will be impacted.

· Be specific about the activity and if possible relate directly to Core Work Products (CWPs) in Workload Analysis 2001 (WLA 2001). Example, impacting Conservation Planning on Cropland (CWP 01a).

· If assistance is needed, discuss with OMOD analyst.

5. Describe what specific tasks within the activity are changing.

· Be specific about the tasks and if possible relate directly to Tasks in WLA 2001.

· Example:



Activity (CWP)
Conservation Plan on Cropland

Task Changed 

Environmental Assessment (Resource Assessment)

6. Describe if the policy change will increase or decrease the amount of time it will take the field to complete the activity. If yes, quantify the increase or decrease based on the way it is supposed to be completed.

If there will be an increase in time required by the field, describe, if possible, how the agency will mitigate this increase.

Step 2:  OMOD Provides to Field Office Advisory Board

VIA OVERNIGHT MAIL

1. Policy Changes. Old Policy vs New Policy.

2.  Author’s Assumptions

· Why it is changed? Is it a revision? Was it mandated? Mandated by whom?

3. Workload Burden Reduction Model (WLBR) Report 

4. Analyst Summary

· OMOD Analyst Assumptions used in Analysis

· i.e. CWPs, Tasks, Changes used in analysis

· Summary of National Impacts

· Sensitivity of Information

5. Contact Information

· OMOD Analyst

· Policy Author

6. Return Overnight Envelope (Utilize USPS or UPS for Tammera Decock in Montana.)

7. Upon completion of NHQ Review and Action, results of Actions.

Step 3:  Field Office Advisory Board to OMOD

(Two week timeframe or less for review and comment)

First few will include teleconference and/or Net-Meeting

1. Comments via return overnight mail or email. 

· Minimum comments will be agree or disagree with results of analysis.

· If comment by overnight mail, email to Coordinator that comments have been sent.

2. OMOD Coordinator for Workload Process Improvement will be Dan Runnels

Step 4:  OMOD to Policy Author, Deputy Chiefs and Chief

1. Results of Analysis provided to Field Office Advisory Board.

2. Field Office Advisory Board Comments (Member Neutral).

3. CC: to Field Office Advisory Board

Step 5:  Agency Review

· States 30-Day Review with use of WLBR Model based on their assumptions.

· States and others provide comments that may or may not result in revisions and reevaluation

            /s/

[Official’s Name]

[Position}

[Organization Unit]
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